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DoD EDA Web (DFAS)

M odule 6
MAAPRs

L esson 1. Searching for MAAPRs

Introduction This lesson provides the information necessary to search and retrieve
MAAPRs. Thislesson clearly defines the step by step procedures for
the different searches used to retrieve MAAPRs or MAAPR
information.

L esson Using the Student Guide and a computer the student will:

Objectives

* perform different MAAPR search options
* find and retrieve MAAPRS using step-by-step procedures.
In ThisLesson This lesson contains the following topics:
Topic Page

MAAPR Search Options 6-2
Search For MAAPRSs within Payment Date Range

6-3
Search For MAAPRs by PIIN, SPIIN and Shipment Number 6-4
Search For MAAPRs by PIIN, SPIIN and CLIN 6-5
Search For MAAPRs by PIIN, SPIIN, Shipment Number and 6-6
CLIN
Search For MAAPRs by PIIN, SPIIN and ACRN 6-7
Search For MAAPRs by EDA Availability Date 6-9
Search For Customized MAAPR List using Query By Example 6-10
Summary

6-11
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M AAPRSs Sear ch Options

Introduction The first screen you will see isthe MAAPR search options screen,
shown below:

File Edit Wiew Go Communicator Help

9 2 A 4 . £ S & & N

Back Fomward Reload  Home  Search  Guide Print  Securty  Stop

Department of Defense
Electronic Document Access

e

MAAPR Search Options

Select one of the following search options:

Search for MAAPRs within Payment Date Range

Search for MAAPEs by PIIN, SPII and Shipment Mumber

Search for MAAPRs by PIIN, SPITN and CLIN

Search for MAAPEs by PIIN, SPIIN, Shipment Mumber and CLI

Search for MAAPEs by PIIN, SPII and ACEI

Search for MAAPE: by EDA Avalability Date ||
Search for Customized KA APE List using Query By Example

Screen MA1-1, MAAPR Search Options

Actions To select aMAAPR search option, click on Search, next to the
search selection option.

Table MA1-1. MAAPR Search Option

Step Action Result
1 Select aMAAPR search The screen you select
option by clicking on the word | will appear to allow
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Search for the appropriate
option in the list.

you to enter search
parameters.
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Search Criteria

Actions

Search for MAAPRs within Payment Date Range

Search for aMAAPR given awithin a payment date range. The
search will return the MAAPRS meeting specified payment date
ranges. The search screen is shown below.

Departmment of Defense
Electronic Document Access

MAAPRs within Payment Date Range

Enter search critena:
Mote: Diates are in the form YT Y YROMDD, 1o 19960901 = September 1, 1996

YWiew Search Results |

Payrnent Start Date || |Greater than or Equal to =]

Payment End Diate I ILess than or Equal to j

Start a new search
Eeturn to DOD EDA Document Zelection Screen

Screen MA1-2, MAAPRSWithin Payment Date Range

To search for MAAPRS by within the Payment Date Range select
search for MAAPRs within Payment Date Range.

Table MA1-2. MAAPRSs Within the Payment Date Range

Step Action Result

1 Type in the Payment Start Thiswill place your
Date and press <Tab>. cursor in the Payment
End Date box.

2 Type in the Payment End Y ou have now set your
Date. parameters.
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3 Select either Thiswill bring up alist
<View Search Results> of MAAPRs for your
selection.

Click on salect for the

MAAPR number Review MAAPR or
or copy data from the
MAAPR.

<Download Search
Results>

Note: If youwishto have | Thiswill bring up the
the column titles included, Download Now screen.
click on <Download header
info? > prior to selecting the
Download Search Results
option.

Search for MAAPRs by PIIN, SPINN and Shipment Number

Search Criteria | Search for aMAAPR by PIIN, SPIIN and Shipment Number will
return al MAAPRs within these parameters.

Screen Department of Defense

Electronic Document Access

¥ MAAPRs by PIIN, SPIIN and Shipment Number

Enter search critena:

“iew Search Results
P ||

SPIT |

Shipment Mumber I

Statt a new search
Eeturn to DOD EDA Document Zelection Screen

Screen MA1-3, MAAPRs by PIIN, SPINN and Shipment Number
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Steps To perform a search for aMAAPR by PIIN, SPINN, and Shipment
Number select that option.
Table MA1-3. MAAPRs by PIIN, SPIIN, and Shipment Number
Step Action Result
1 Typeinthe PIIN and press Thiswill place your cursor
<Tab>. in the SPIIN box.
2 Typeinthe SPINN and press | Thiswill place your cursor
<Tab>. in the Shipment Number
box.
3 Type in the Shipment Number | Y ou now have set your
and press<Tab>. parameters.
4 Select either Thiswill bring up alist of
<View Search Results> MAAPRs for your
selection.
Click on select for the
MAAPR Review MAAPR or copy
data from the MAAPR.
or
<Download Search Results> | Thiswill bring up the
Note: If you wish to havethe | Download Now screen.
column titles included, click
on <Download header inf.?
> prior to selecting the
Download Search Results
option.
Search for MAAPRs by PIIN, SPIIN, and CLIN
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Search Criteria | Search for aMAAPR using PIIN, SPIIN and CLIN. The search will
return al MAAPRs within the parameters.

Department of Defense
Electronic Document Access

MAAPRSs by PIIN, SPIIN and CLIN

Enter search criteria:

“iew Search Results
pmy |
semi [
whiy I

Statt a new search
Eeturn to DOD EDA Document Selection Screen

Screen MA1-4, MAAPRs by PIIN, SPIIN and CLIN

Steps To search for aMAAPR by PIIN, SPIIN and CLIN.

Table MA1-4. MAAPRsby PIIN, SPIIN and CLIN

Step Action Result

1 Typeinthe PIIN and press | Thiswill place your cursor
<Tab>. in the SPIIN box.

2 Typeinthe SPIIN and This will place your cursor
press <Tab> to next data | inthe CLIN box.
field.

3 Typeinthe CLIN. Y ou have set your

parameters.
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4 Select Thiswill bring up alist of
MAAPRSs for your
<View Search Results> selection.
Click on select for the Review MAAPR or copy
MAAPR datafrom the MAAPR.

Search for MAAPRs by PIIN, SPITN, Shipment Number and CLIN

Search Criteria | Thisisasearch for a MAAPR when the specific PIIN, specific SPIIN,
Shipment Number and CLIN are known. The search will return the
specific MAAPR based on these parameters.

Department of Defense
Electronic Document Access

MAAPRSs by PIIN, SPIIN, Shipment Number
and CLIN

Enter search criteria:

Wiew Search Results

PIIN |

=PI I

Shipment Mumber i

CLI I

Screen MA1-5, MAAPR by PIIN, SPIIN, Shipment Number and
CLIN

Steps Search for aMAAPR by PIIN, SPIIN, Shipment Number and CLIN.

Table MA1-5. MAAPR by PIIN, SPIIN, Shipment Number and
CLIN.
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Step Action Result
1 Typeinthe PIIN and press This will place your cursor
<Tab>. inthe SPIIN box.

2 Typeinthe SPIIN and press | Thiswill place your cursor
<Tab>. in the Shipment Number
box.

3 Type in the Shipment Number | Thiswill place your cursor
and press <Tab> to next data | inthe CLIN box.

field.
4 Typeinthe CLIN. Y ou now have set your
parameters.
5 Select <View Search Thiswill bring up alist of
Results> MAAPRs for your
selection. Review
Click on SELECT for the MAAPR or copy data
MAAPR from the MAAPR.

Search for MAAPRsby PIIN, SPITN and ACRN

Search Criteria | Thisisasearch for MAAPRS, by PIIN, SPIIN and ACRN and will
return the specific MAAPRS based on these parameters.
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Department of Defense
Electronic Document Access

MAAPRs by PIIN, SPIIN and ACRN

Yiew Search Results

Start a new search
Eeturn to DOD EDA Document Selection Screen

Screen MA1-6, MAAPRs by PIIN, SPIIN and ACRN

Steps To search for aMAAPR by PIIN, SPIIN and ACRN.

Table MA1-6. MAAPR by PIIN, SPIIN and ACRN

Step Action Result

1 Typeinthe PIIN and press Thiswill place your
<Tab>. cursor in the SPIIN box.

2 Typeinthe SPIIN and press | Thiswill place your

<Tab> to next datafield. cursor in the ACRN box.
3 Typeinthe ACRN. Y ou now have set your
parameters.
4 Select Thiswill bring up alist
<View Search Results> of MAAPRs for your
selection.

Click on select for the
MAAPR Review MAAPR or
copy data from the
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MAAPR.
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Search Criteria

Steps

Search for MAAPRs by EDA Availability Date

The search for MAAPRSs by EDA Availability Date can be used when
the date is known. The search will return MAAPRS based on the start
and end date parameters.

Department of Defense
Electronic Document Access

MAAPRSs by EDA Availability Date

Enter search criteria:
Mote: Drates are m the form YT TRDD, 1o 19960901 = September 1, 1996

“iew Search Results |

Avalability Start Date I IGreater than ar Equal to ]

Avallability End Date | |Less than ot Equal to 7]

Start a new search
Eeturn to DOD EDA Document Selection Screen

Screen MA1-7, MAAPRs by EDA Availability Date

To search for MAAPRs by EDA Availability Date select the
appropriate option.

Table MA1-7. MAAPRs by EDA Availability Date

Step Action Result

1 Typeinthe Availability | Thiswill place your cursor in
Start Date and press the Availability End Date
<Tab>. box.

2 Typein the End Date. Y ou now have set your
parameters.
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3 Select Thiswill bring up alist of
<View Search Results> | MAAPRSs for your selection.

Click on select for the Review MAAPR or copy
MAAPR. data from the MAAPR.
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Search for Customized MAAPR List using Query By Example

Search Criteria | Search for all MAAPRs using Query By Example, and return the
specific MAAPRS based on Query.

Department of Defense
Elecironic Document Access

Customized MAAPR List using Query By
Example

To talor a MAAPE list that meets your needs, fill out the following form:

* Click on checkboxes of the fields you wish to be displayed.

* To lirnit the list to WA APRs that meet specific criteria, type criteria in input fields (For
non-date fields, yvou may enter just the starting characters, if yvou want. )

* Change the sort options, if vou do not want to use the default sort selections.

Mote: Dates are i the form YV ¥ TWDD, 1e. 19360901 = September 1, 1936

“iew Search Results

Select All | Clear Al

Display Select Field
I Payment Start Date I |Greater than or Equalto =]
Payment End Date ; ILESS than or Equal to j

2 PII |

4 spma [

I Shipment Mumber !—

& Stams [

3 ACRN [

7 cam| |

I~ Line Ttem ?—

I~ Document Sire (KB i-—

I~ Avalability Start Date ; IGreater than or Equal to j
Awailability End Date i |Less than or Equal to =]

Sort Field 1 Sort Field 2 Sort Field 3
;F'ayment Date (oldest) j ;No Sort :__; ;No Sort j IND Sor

“Wiew Search Results |

Screen MA1-8, Customized MAAPRs using Query By Example

Version 2.1 329



EDA Users Manuel DoD EDA Web (DFAS)

Steps To search for a Customized MAAPRSs using Query by Example
select the appropriate option.

Table MA1-8. Customized MAAPRs using Query by Example

Step Action Result

1 Type in the appropriate Thiswill place your cursor

information for the in the next data field box.
selected data field and
press <Tab>.

Or Thiswill bring up alist of
After typing in the all MAAPRs based on your
appropriate information selection.
for the selected data field

you can choose to press
<View Search Results>

2 Select the sort method in | Thiswill sort the Search
<Sort Field 1> Results based on your sort
sdlection.

3 Select the sort method in | Thiswill sort the Search
<Sort Field 2> Results based on your sort
sdlection.

4 Select the sort method in | Thiswill sort the Search
<Sort Field 3> Results based on your sort
sdlection.

5 Select the sort method in | Thiswill sort the Search
<Sort Field 4> Results based on your sort
sdlection.

Summary
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Lesson Summary | Thislesson outlined for the EDA user 14 different search criteriato
help the user find and retrieve MAAPR information. The EDA
system can format information in a cross indexed search display. The
user can select the method of search according to the information
desired and the information available at the start of the search.

The search includes searches for Customized MAAPRs. The user
will be able to find desired information faster and more efficiently by
using the EDA MAAPR search feature.

This page intentionally left blank

Module 6
MAAPRS
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Lesson 2 - How to View MAAPR Documents

Overview

Introduction Y ou have learned how the DOD EDA Web works, how Netscape works, how
to retrieve aMAAPR in the .PDF format, and how to log on and log off the
system. Inthislesson, you will learn how to use specia software that is able
to read the PDF format called the Adobe Acrobat Reader.

Objectives Upon successful completion of this lesson, you will be able to:

» explain the Acrobat Reader window

 explain the function of the toolbar

» explain how to navigate through a MAAPR

 explain the different page views

» explain how to find aword or part of aword inaMAAPR

» explain how to copy and paste text and graphics into a Word document.

List of Topics | Thislesson covers the following topics:

* The Acrobat Reader Window
» Toolbar

* Navigation

» PageViews

* Find

» Split Windows

» Copy and Paste

» Practice Instruction
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The Acrobat Reader Window

Introduction The MAAPR you select isretrieved and opened up into the Acrobat Reader
Window on your PC. From this window, you can navigate through the
MAAPR in different ways and copy portions of the contract to paste into
other documents you may be working on.

As stated in Lesson 1, whilethe MAAPR isin the Acrobat Reader Window,
you may not modify it any way. It is displayed with thumbnailsin an
overview areato the left of the document.
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Thumbnails When you view the MAAPR through thumbnails, the following overview
appears in the left-hand area of your screen as a representation of the first

three pages of the MAAPR.

Acrobat Reader - [figd-15.pdf] M= E3

& Eile Edit “iew Toolz ‘window Help =15] =]

EECN S I I R s 1 2

PERSOMAL

IMPORTANT
Fhegru kimianes regquiss viginal
Shipping Ondar. asd Fresght
"Wergslis. [Digizal ard
Camiars Cogyl m ba
SATENE 90 CATIOr AW
splrutues and S5 12088
Mamorndun Copry. ke b
Turnished Io 2 ormign s

[—

————— "
4 5 | [YPage1of1 | O 100% |4 | _r|_|

Figure 4-15. Thumbnails Example

Notice the box in thumbnail 1. This box represents the viewing area of the
MAAPR displayed on the right. By placing the cursor and holding down the
left mouse button, you can move the view around on the thumbnail
representation. When this occurs, the view on the MAAPR page changes

accordingly.

You are able to scroll through the thumbnails using the scroll bar between the
thumbnails and the MAAPR. By clicking on athumbnail page, you can select
a page of the MAAPR to bring up on the screen.
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Toolbar

Function Bar

Function Bar
Fields

Beneath the menu bar at the top of the window is the toolbar:

I
4
Ak |40

] [ D ] [« D e e8] 2]

Figure 4-16. Acrobat Reader Toolbar Screen

It holds buttons that activate common functions such as moving between
pages or increasing the size of the document. These are described in more
detail later.

At the bottom left of the window is the status bar.

[fr  © 114 21252 | @as0x11.00in |« e+l

Figure 4-17. Acrobat Reader Status Bar Screen

It shows you information about the size and view of the current document.

The status bar contains the following fields and information:

Citefi0

The page number box displays the current page number.

Q, 100%

The magnification box displays the current page magnification.

MG x>in

The page size box shows the size of the current page.
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Vertical Scroll  To the right of the window is a vertical scroll bar that enables you to scroll up
Bar and down through a document.

+

Figure 4-18. Acrobat Reader Vertical Scroll Bar Screen

The overview area on the left side of the window includes an independent
scroll bar that you can use to scroll through bookmarks.
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Toolbar

| ntroduction

Toolsand
Buttons

This section will give you a brief overview of the tools and buttons located on
the toolbar. In the following sections, you will learn when to use them.

The toolbar contains tools for selecting and viewing documents. Select a tool
by clicking on the tool icon.

Thetoolbar contains the following tools and buttons:

Button Description

Click on the Page Only button to close the overview area of the
window.

Click on the Bookmarks and Page button to open the overview
area and display bookmarks created for the document. Click a
bookmark’s name to go to the location marked by that bookmark.

= Click on the Thumbnails and Page button to open the overview

.= area and display thumbnail images of each document page. Click
athumbnail to go to the page marked by that thumbnail.

"_Efr:; Use the Hand tool to move a document page on-screen when it

s does not fit within the window. Y ou can drag the hand tool in the

direction you want to move the page.

F | = Use the Zoom tools to magnify or reduce the page display by a
factor of two.
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o Usethe Sel_ect Text tool_to select text_in a document, which can
s then be copied to the Clipboard by using the Copy command.
Choose Select Graphics from the Tools menu to select graphicsin
a document.

A-338 Version 1.1



DoD EDA Web (DFAS)

EDA Users Manud

Button Description

4 | [ p || Usethe Previous Page or Next Page button to move the
document backward or forward, one page at atime.

I4] [p1] | Usethe First Page or Last Page button to move to the first or last
page of the document.

44| [pp| | Use the Go Back and Go Forward buttons to retrace your stepsin

a document, moving to each view in the order visited.

Click the Actual Sze button to display the page at 100%.

Click the Fit Page button to scale the page to fit within the
window.

Click the Fit Width button to scale the page to fill the width of the
window.

Click the Find button to search for part of aword, a complete
word, or multiple words in a document.
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Navigation

| ntroduction

Navigation
Techniques

Y ou have learned about several tools and buttons on the toolbar that will help
you navigate through the MAAPR. You may:

+ go through the document one page at atime
+ go to thefirst page or the last page of the document
« search for a specific word or part of aword in a document.

Y ou may aso use the scroll bar to move through the document, which will
take you to any page of the MAAPR.

There are different ways to navigate through the MAAPR to obtain the
information you need. In the table below, the navigation techniques are listed.
Depending on where you need to go, you can select the best technique for
your needs.

Navigation Technique Description Result
1 To move forward or Y ou will be
FERES backward through the taken forward
: contract one page at atime, | one page or
One Page et a Time click on the previous page backpgge pagein
or next page buttons. the MAAPR.
To move more
« Arrow pointing left goes | than one page,
backwards you must click
» Arrow pointing right the button again.
goes forward

Note: If the button is dimmed, it is not active and will not work. For example,
if you are on the first page of a document, the previous page button will be
dimmed. If you are on the last page of a document, the next page button will
be dimmed.
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2. You may click onthefirst | You will be

4] | M or last page buttonsto taken to thefirst
access information located | (left arrow) or
at the beginning or end of | the last (right

Jump to the First or Last Page

the MAAPR. Thisis arrow) page of
accomplished from any the MAAPR.
page within the MAAPR.

« Arrow pointing left
goesto the first page.

« Arrow pointing right
goesto the last page.

3. From any page in the Y ou will be
+ MAAPR, use the scroll bar | taken to the
on theright side of the page desired.
document to move up or
down through the pages.

+

Scroll through the MAAPR
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Page Views

Introduction The full page view of the MAAPR is amost too small to read. Because of
this, the Adobe Acrobat has several tools to view the document. Y ou may:

« zoom in and zoom out

« display the page at 100%

» scale the page to fit within the window

« view only the portion of the document desired.

Different Page | There are different waysto view a document, depending on whether you want

Views to look at awhole page or only a portion of it. The different ways you can
view a document are listed in the table below. Select the view that best suits
your need.

Page View Action Result
D Click onthe Actual Sze | The MAAPR will be displayed at
button. 100%.
Actual Size

Click on the Fit Width The page will fill the width of the
button. window.

Fit Width

Click on the Fit Page The page will fit within the window.
button.

Fit Page
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L
Thumbnails
and Page

Click on the Thumbnails
and Page button.

The area on the left of your screen
will reveal the overview area and
display thumbnail images of each
MAAPR page. Click athumbnail
image to go to the page marked by
that image.

Note: The scroll bar to the left of the window where the MAAPR page
resides will move the thumbnail images forward or backward if there are many

pages.
# | |2 Click the Zoom tool This will magnify or reduce the page
Z00m buttons and then click on | display by afactor of two.
the area you want
magnified.

Click on the Page Only
button.

Thiswill close the overview area
and you will see only the page on
the screen.

H«| (M

Go Back and
Forward
Buttons

Use the Go Back and Go
Forward buttons to
retrace your stepsin a
document.

Y ou will be able to move to each
view in the order visited.
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FIND

| ntroduction

Sear ch M ethod

¢4

Find

This section introduces another feature that allows you to locate specific
information within the MAAPR text without having to view the entire
document. Y ou may focus on:

+ one word
« agpecific phrase
« upper or lower case lettering

To locate a specific word or phrase within the MAAPR, click on the Find
button. In the box that appears, type the word or phrase you want to find
and select the appropriate option to further customize the search criteria.
The system displays the item found based on the search criteria.

Listed below are the options appearing within the search criteria box:

Options Description

Find What | dentifies the word or phrase you are
searching for within the document.

Match Whole Word Only Finds items that are whole words only, not
part of words.

Match Case Finds only those items with the exact
uppercase and lowercase letters specified in
the “find what” area.

Find Begins searching at the insertion point
the command and moves forward in the
document.
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Options

Description

Find Backwards

Begins searching at the insertion point of
the command and moves back-wards in the
document.

Find Again

Used to find the next item in the document
meeting the selection criteria.
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Split Windows

Introduction Y ou can have two separate application windows open on your screen at the
sametime. This gives you the capability to copy and paste MAAPR
information from the Acrobat Reader to your word processor.

Si;ing the Your Acrobat Reader will be a full size window on your screen. To change
Windows the window to a half size window perform the following steps:
Step Action

1 Click on the double arrows that are on the same line Withobat
Reader” and the file name. This is called tRestore button.

S

:m_
=1 | N =N = C N DY [ e ] 1w [ [0

o dk

Figure 4-19. Acrobat Reader Restore Button Screen

The window will be reduced on your screen.
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To size the window so that it fits on half of your screen, click on
Window and then click on Tile Horizontally. The following split
screen example shows a MAAPR.

Acrobat Reader [_ (O] ]
Fil= Edit “iew Tool: Window Help

= lag| [y & m] 1<« ] ] Do )

fig4-15.pdf = |

CHANGE
BL
MAAPRs P ok, | omonaL By ZP478209

FVFG AVFG 4 | |
IMPORTANT
Criginal.

d Fresght

A
&
w

=

| [MPagetef1 | Q 100% | ;‘3.5><11in\ [ER|

freight. pdF (-]

ORIGINAL
MAAPRs | oL B » G7762188
BYLE 199R0424 | AYBEAKKICD
FEai30 g
A0 A ALARAMA RD SETAZI2A0 DHST DEFOT WARMER K
MCODY AFB GA 36817 ROEBINS AFB Ga 210868-1867
MG AFB, (A 516531734 ABAEAZ40 ROBING AFB, GA 310081887

| [Fagetof1 | @ 1m0% | EFesxitin [« |

Note: Split screens can show a document in its original and
modified formats.

Figure 4-20. Split Screen View

If required, resize the window:

+ move the cursor to the edge of the window

+ when the cursor becomes a double arrow (- ), hold the mouse
button and drag the edge of the screen to the location desired

« continue until the screen takes up the top half of the screen.

Go to the Windows Program Manager by pressing Alt + Tab
until the Program Manager icon appears.

Insert Program Manager box.
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5 Double click your mouse on the word processing application you
wish to bring up.

6 Click on the restore button to make the application window
smaller.

7 If the Windows Program Manager is still active, click on the down
arrow at the top of the screen. This will minimize the Program
Manager so that you do not see it.

8 Size both screens so that you have the MAAPR in the top half of
the screen, and your word processing application running in the
bottom half. The above order may be modified at user’s discretion.

9 When you have finished working with both applications, you may
exit by clicking onFile, then click orixit.
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Copy and Paste

Introduction The DOD EDA Web only alows you to view MAAPR information. It does
not alow you to change the information. It is possible, however, to copy
information from within aMAAPR and move it to another document where
you can make changes or use the information for some other purpose.

The Select Text button allows you to complete this function without altering
the document on the web.

Copy/Paste The steps listed in the table below describe how to copy and paste information
Methods from the MAAPR to another document.
b
Step Action Result
1. Copying | To copy text within the MAAPR: The desired text is
copied and stored in
« click on the Select Text button. the clipboard.
« move the cursor to the area being
copied.

» click and drag the cursor over the
desired text to highlight it.

+ select the “Copy” option under
Edit.

Note: You can only copy one item at a time. As soon as another item is|
copied, it replaces the item stored in the clipboard.

2. Pasting To paste text into another document: The desired text is
copied into the new
« position the cursor where the document.
copied information is to be placed
and click the left mouse button

+ select thePaste option under Edit.
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Copying and
Pasting Table
I nformation

When selecting information appearing within atable, if you do not hold down
the control key when highlighting you may have to copy more information
than you actually need. Thisisdue to the structure of the table within the
document.

For example, you may wish to copy Block 13, “DFAS-Indianapolis Director
for Transportation Payments 8899 Easf Séreet Indianapolis, IN 46249-
0001” from the MAAPR shown below.

s D D[] Do) () 2]

1. AFFROFFLATION CHIRGEMELE 1R ELLCHARGES TO  Dvpdgmcys bum ac'eficy mading ashlenre and ZH]
2162020 40-1002 421010, 12000 2217 044008 WD DOoL DFAS-Indiarapolis

Diresctor 1or TransporEtion Payments
ok WAL ot st Ml aceantageo s g0 v 3 emm wid S5O0 E. S6th St

Indianapois, 1M 46243-0501

Figure 4-21. Sample MAAPR Screen
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If you click on the Text button without holding down the control key and
begin highlighting the text to be copied, text on the right side of the column is
also highlighted, as shown below. To highlight only the information needed,
click and while holding down the control key, drag over part or al, of the page
to be copied.

Figure 4-22. Copying and Pasting MAAPR Screen

To copy only Block 13, click on the text button and while holding down the
control key, drag part or all of Block 13.

Acrobat Reader - [60173043.pdf]
= File Edit ¥Yiew Tools Window Help

w1 D )] B EE) (a) )

14 AFPROPRIATION CHARGEAELE 1. BLLCHIFOES TO  [Dlpiiaguncy; domemctafice mading achimss and ZH
2162020 401002 427010, 12000 2217 044008 Wi D Dol

Ak [ 4K

T VUL it et W1 achran tagrorim t thor G meemand]
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Alternativeto
Split Windows

An dternative to the split windows is switching back and forth between
applications using the Alt + Tab. The method you use will depend on how the
systems are set up at your location and on whatever is easiest for you.

Step Action Result
Moving While in the Acrobat Reader: The application will
From One appear on the screen.
Application + press Alt + Tab until you see the
to Another icon of the application you wishto | From then on, you

access
« double click on the icon
« to return to the Acrobat Reader,

press Alt + Tab again until the
Acrobat Reader appears.

can switch back and
forth between
MAAPRs and your
word processor by
pressing Alt + Tab.
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Practice Instruction

Practice
| nstruction

Log-on
Procedures

Search and Retrieve a MAAPR and Copy and Paste MAAPR |nformation.
The instructor will use this practice instruction to provide you the opportunity
to walk step-by-step through the process of searching for a MAAPR,
retrieving it, and copying information from that MAAPR and pasting it into
another application.
Please follow the instructor’s directions while doing this practice instruct
You will have the opportunity to work independently during the Practical
Exercise.
For this practice instruction use:

+ MAAPR number TBD

+ log-on procedures’ step/action table

- search for a specific MAAPR

« Sizing the windows’ step/action table

+ copy and paste’s step/action table

log-off procedures’ step/action table.

on.

Use the procedures in the following table to log on to the NIPRNET:

Step Action Result
1 « If the terminal is off, turn on | You have access to the local
the terminal. applications.
« If the terminal is on, go to step
2.

2 Double click on the DOD EDA | The DOD Electronic Document
Web icon. Access Web page appears.
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3 Read the security statement. Click on proceed to go to the
log-on page.
4 To log on, click your cursor Your cursor appears in the
inside the box next to Password field.

“USERID,” type in your User
ID and presdab or use your
mouse.

Note: User ID and Password must be in lower case letters.

5 Type in your Password and clickrhe Search Option screen will
onLogon. appear.

Search For a Use the procedures in the table to search for a specific MAAPR:
Specific GBL

Step Action Result

1 | From the search options page, This will bring up the screen
click on Search in “Search For a | “Specific MAAPR”.
Specific MAAPR.”

2 |« Click the mouse in the box | This will bring up a MAAPR for
next to MAAPR number. your selection.

+ Type in the MAAPR number
TBD.

« Click on theReview Search
Results button.

Note: The MAAPR number TBD is all uppercase letters.

3 | Click on the MAAPR number farThe MAAPR will appear on your
retrieval. screen.
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View the Use the procedures in the table to view the MAAPR.
Contract

Action

Step

View the MAAPR by clicking on the Page only button.

2 =
un|0
View the MAAPRDby clicking on the Thumbnails and Page

button.

3
ﬁ Click on the Hand button. Place the cursor in the box on
the thumbnail and move the box around. Notice the different views

of the MAAPR when it is moved.

Click on thumbnail number 3. Notice that the reader goesto page
3 of the contract.

5

H = Click on the “+”Zoom button. Go to an area of the
MAAPR with text and click the cursor. Notice the print gets
larger. Click the cursor again. Notice the print gets larger.

)

6
@‘ & Click on the “-"Zoom button. Go to the same area an(
click the mouse twice to return the print to its original size.

7
ﬁ Click on theFind button. Find the term “Net 30 Days.”
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Splitting Y ou are to open another application, which is your word processor. The
Windows Adobe Acrobat Reader will be in the top window and your word processor

will be in the bottom window.

Follow the procedure in the table below to resize the Adobe Acrobat window.

Step

Action

Click on the double arrows that are on the same line with “Acrobat
Reader” and the file name. This is called Restore button.

Click onWindow and then click offile Horizontally.

-

Move the sides of the window so that it is in the top half of you
screen.

Follow the procedure in the table below to open the word processing
application.

Note: The following procedures may vary from site to site. The instructor
will give directionsaccording to local procedures.

Step

Action

1

Go to the Windows Program Manager by pressitig Tab until
the Program Manager icon appears.

Program Manager

Double click your mouse on the application you wish to bring up.
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Copy and Paste

Follow the procedure in the table below to resize the window.

Step Action
1 Click on the double arrows (Restore button) at the top of the
screen.
2 Click on Window and then click on Tile Horizontally.
3 Move the sides of the window so that it exists in the bottom half of

your screen.

You are to copy information from Block 14 of the MAAPR that existsin the
top part of your screen and paste it into the word processor, which islocated
in the bottom part of your screen.

To copy information from the MAAPR, perform the steps in the following

table:
Step Action
1 Using the thumbnail and page view, click the cursor on Block 13.
2 Click on the Page Only button to enlarge the viewing area.
3 Under the words "Appropriation Chargeable” is the following line:
“ TO BE DETERMINED BY MAAPR.”
4 Click on the Salect Text button and highlight the line shown above.
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L og-off
Procedures

5 Click Edit on the Acrobat Reader toolbar, then click on Copy.

6 Click the cursor at the location in the word processor where you
want the text to appear.

7 Click Edit on the word processor toolbar and then click on Paste.

To log out of al applications perform the steps in the following table:

Step Action
1 From the word processing application, click on File and then click
on Exit.
Thiswill leave the Acrobat Reader on the screen.
2 On the Acrobat Reader Toolbar, click on File and then on Exit.
Thiswill put you back in the DOD EDA Web.
3 From the Netscape browser, click on File and then on Exit. You

are logged out of the DOD EDA Web.
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Module 7

DD Form 1716s

L esson 1. Searching for DD Form 1716s

Introduction This lesson provides the information necessary to search and retrieve
DD Form 1716s. Thislesson clearly defines the step by step
procedures for the different searches used to retrieve DD Form 1716s
or like information.

L esson Using the Student Guide and a computer the student will:
Objectives
* perform different DD Form 1716 search options

* find and retrieve DD Form 1716s using step-by-step procedures

In ThisLesson This lesson contains the following topics:

Topic Page
DD Form 1716 Search Options 7-2
Search for Most Recent DD Form 1716

7-3

Search for a Specific DD Form 1716 by Contract 7-4
Search for a Specific DD Form 1716 by Contract and Delivery 7-5
Order
Search for a Specific DD Form 1716 by Contract within Issue 7-6
Date Range
Search for a Specific DD Form 1716 by Contract and 7-7
M odification Number
Search for al DD Form 1716s within I ssue Date Range 7-8
Search for al DD Form 1716s by Issuing DODAAC within I ssue 7-9
Date Range
Search for al DD Form 1716s by Administering DODAAC
within Issue Date Range 7-10
Search for al DD Form 1716s by Pay Office DODAAC within
Issue Date Range 7-11
Search for al DD Form 1716s by Cage Code within Issue Date
Range 7-12
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Search for al DD Form 1716s by DUNS within Issue Date Range

7-13
Search for al DD Form 1716s by Control Number within issue
Date Range 7-14
Search for Specific Contract

7-15

Search for Customized DD Form 1716 List using Query By
Example 7-16
Search for al DD Form 1716 by EDA Availability Date

7-17
Summary
7-18
DD Form 1716 Search Options
Introduction Thefirst screen you will seeisthe DD Form 1716 Search Options

screen, shown below:
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[0 Form 1716 Search Opibons
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T et el oS e Bk
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hieng DDA witkan [sie Dale Barge

or il [iL 17188 ¥ lwmieiny; [0 CuAT willok Haoue Diate: Aadgs
r il [iL 18§ b Pay Oz DIDDAAC witlen lsie Tnile Radge
o ol [T # b Clagpe Cialle wtkan Disras Doane Flang
ol [T i Tide ks TIHE weibin bises Dude Rimge
Bar all [T 1 T8 by Coantred Fhaeker sk liis Date Aasge
fir Bperiie Conk
gih b Custvenied D) Faon 17286 Lt ey Caery By Exwrple

ok Bx ol O0 Ferm 1716 by EDA Aswdabaty Diate

I o e werstars n wnis EDUAL chos berp b reeme miarrosben

= D acamint D SR R g

Screen DD1-1, DD Form 1716 Search Options

Actions To select a Form 1716 search option, click on Search, next to the
search selection option.
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Table DD1-1. DD Form 1716 Search Option

Step Action Result
1 Select a Form 1716 search The screen you select
option by clicking on the word | will appear to allow
Search for the appropriate you to enter search
option in the list. parameters.
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Search for Most Recent DD Form 1716

Search Criteria Search for Most Recent DD Form 1716. The search will return the

Most Recent DD Form 1716s according to the input information.

The search screen is shown below.

EFREEFE Ao
Ple Exd Nww o (omrwcwms ot
Diegparmmiemt of Dhelamse
Electronie Docomemd Ao
@ MNlosl Recent DD Form 1716
_Miww S Fyaetn_ |
'-I I smuiar ibar or Bgud i j
I-. v lhm or B | j
1 i s i ch [} ¥
[ Do mgent: [icomss d e G A
Screen DD1-2, Most Recent DD Form 1716

Actions To search for the Most Recent DD Form 1716, first select search for

Most Recent DD Form 1716 on the search options screen.

Table DD1-2, Most Recent DD Form 1716
Step Action Result
1 Type in the Availability Start | Thiswill place your
Date and press <Tab>. cursor in the Availability
End Date box.
2 Typein the Availability End | Y ou have now set your
Date parameters.
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3 Select Thiswill bring up alist
<View Search Results> of Most Recent DD
Form 1716 for your
selection.

Sear ch for Specific DD Form 1716 by Contract

Search Criteria  Search for Specific DD Form 1716 by Contract will return all Specific
DD Form 1716s within these parameters.

Screen ALY = A BRI FIE] mrTie|
Diegparmmiemt of Dhelamse
Ebecirenic Docmmend Ao
@ Bpecific D Farm 1716 by Cantraci
‘Wrm Tragh Arwdn I
e Meber (PG00
1F you meed martece woh EDAL chck e fa e afsmsten
o Toomed Lo i
Screen DD1-3, Specific DD Form 1716 by Contract
Steps To search for Specific DD Form 1716 by Contract select that option.

Table DD1-3. Specific DD Form 1716 by Contract

Step Action Result

1 Typein the Contract Number | You now have set your
(PIIN) parameters.

2 Select Thiswill bring up alist of
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<View Search Results> DD Form 1716 for your
selection.

Sear ch for Specific DD Form 1716 by Contract and Delivery Order

Search Criteria  Search for Specific DD Form 1716 by Contract and Delivery Order.

The search will return all DD Form 1716s within the parameters.

E" § perde TH] Fowm: | PIE ep Cordeocd ared ke 0 dies - Mol geope |FFAEEE] -HHEi'El
[ Bl gee [o Covemabs e
Iepparineeni of [Relemse
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Specific D} Form 1716 by Contract and Delivery Order
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i FIIH I
s
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[ Decwrarr Do = R

Screen DD1-4, Specific DD Form 1716 by Contract and Delivery

Order
Steps To search for an Specific DD Form 1716 by Contract and Delivery
Order, select that option.
Table DD1-4. Specific DD Form 1716 by Contract and Delivery
Order
Step Action Result
A-364
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Type in the Contract
Number (PIIN) and press
<Tab>.

Thiswill place your cursor
in the Delivery Order box.

Typein the Delivery Order.

Y ou have set your
parameters.

Select
<View Search Results>

Thiswill bring up alist of
Form 1716 for your
selection.
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Sear ch for Specific DD Form 1716 by Contract within I ssue Date Range

Search Criteria

Steps

Search for Specific DD Form 1716 by Contract within Issue Date
Range. The search will return al DD Form 1716s within the
parameters.

B S predw B Fpem 1790 by ey | by fymae Dl Hasge Bl soope i FIEIH i‘ll-ﬁ“-ﬂm
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Screen DD1-5, Specific DD Form 1716 by Contract within Issue Date
Range

To search for Specific DD Form 1716 by Contract within Issue Date
Range, select that option.

Table DD1-5. Specific DD Form 1716 by Contract within Issue Date
Range

Step Action Result

1 Typein the Contract Number | Thiswill place your cursor
(PIIN) and press <Tab>. in the Issue Start Date
box.

2 Typeinthelssue Start Date | Thiswill place your cursor
and press <Tab>. in the Issue End Date box.
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3 Type in the Issue End Date. Y ou have now set your
parameters.
5 Select Thiswill bring up alist of
<View Search Results> Form 1716s for your
selection.

Sear ch for Specific DD Form 1716 by Contract and M odification Number

Search Criteria  Search for Specific DD Form 1716 by Contract and Modification
Number. The search will return all DD Form 1716s within the

parameters.
B Specie D Foem 1700 by amirgr ared M ol alewn. P ymibee - Fed pope i FIHI_I_' Elq!_ﬂm
Ple Exd Nww o (omrwcwms ot
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Screen DD1-6, Specific DD Form 1716 by Contract and
Modification Number

Steps To search for Specific DD Form 1716 by Contract and Modification
Number, select that option.

Table DD1-6, Specific DD Form 1716 by Contract and Modification
Number
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